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PRARISING UF ReQuis YTIoHs:

1. Receives request for stock, bty cable, dispateh or requisition
form.

2. Prepares standard requisition form - No. 36~125.

3. Coordinates with Commo, ~edical, 185 or Decurity Cffice as their
interests appsay.

k. Prepsres shipping instruetions, Yorm 3&-h.

§. HRands Requisition and Instructions to irea Cocrdinator.

6. Sstablishes Requisition File in office.

7. %eeps Field station informed of progress of supply.

fi., Gendr information from “aster Roguisition to Field giving them
{nformstion se to the Lergo Humbers snd Identifying Humbers
giver thls shipment.

9. rneceives Vi1 (Creen) fror the area Csordinetor when shipment
is packed and reody for shipment.

10. Ferwards Yy dispatah, the V5D to the Field station giving them
pertinent shipping numbers end otbher information.

1l. ferfores ICollow-up end expeciting service on the reguisition
and shipment.
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